
BALTIMORE COUNTY 
O F F I C E OF CENTRAL SERVICES 

Recent Mcm*g«M«it DlvUito 

RECORDS RCTEHTtON AND BttPOSAL tOMEDULE 

S M I L E NO. 

C - 6 7 9 
EPGE ND. 

1 of I 

Corrmunitv Development Administration & All Divisions 
AGENCY DIVISION 

ITEM 
NO. DESCRIPTION RETENTION 

2. 

GENERAL CORRESPONDENCE 
Subject arrangement of original incoming letters, 
copies of outgoing letters, memoranda, studies, 
reports, directives, policies, and other materials 
related to the administration of the agencies within] 
the department. 

UNOFFICIAL PERSONNEL FILES 
Files contain information on current employees. 
Files may contain but are not limited to copies of 
applications, annual reviews, reprimands and 
disciplinary actions, awards, doctor slips, accident] 
reports, resumes, etc. 

LEAVE AND TIME SHEETS 
This file contains office copies of employees annual 
leave and daily time recordings (biweekly copies of 
time sheets, and computer biweekly printouts). 

BUDGET RECORDS 
Annual Budget Submissions 
Monthly Budget Printouts 
Work Papers (including notes, worksheets, and misc. 
contracts) ...... 

Screen annually and 
destroy that material no 
longer needed for current| 
business. 

Directives, policies, and 
other material related to| 
the planning and policy 
that illustrate the 
development of the agency 
retain permanently for 
eventual transfer to the 
Stat© Archives. 

Screen annually and 
destroy that material no 
longer needed for current! 
reference. Retain 
remaining items for two 
(2) years after 
termination, then destroj 

Retain for one (1) year, 
then destroy. 

Retain annual submissions! 
for five (5) years, then 
destroy. Retain all o theft, 
papers for two (2) years, 
then destroy. 

SCHEDULE APPROVED BY 
RECORDS MANAGEMENT OFFICER 

SCHEDULE APPROVED BY 
COUNTY ADMINISTRATIVE OFFICER 

DATE 
SCHEDULE APPROVED BY 
AGENCY,OR DIVISION REPRESENTATIVE 

SCHEDULE APPROVED BY 
STATE ARCHIVIST 

<M I (REV. 1/86) 



RECORDS RETENTION AND DISPOSAL SCHEDULE 
(CONTINUATION SHEET) 

DESCRIPTION 

SCHEDULE NO. 

PAGE NO. 
X0^ ZL. 

RETENTION 

8. 

GENERAL ACCOUNTING RECORDS 
Files contain office copies of: 
Goods Received memoranda, billing invoices, 
expense/travel reports, requisitions, petty cash 
vouchers, mileage reports, direct payment forms, paid 
bills, ticket books, purchase orders deposit slips, 
receipt books, etc. 

FIXED ASSET FILE 
Fixed asset printouts (including vehicles) 
IRA Forms (office copy) 
Lost/Stolen Forms (office copy) 
Surplus Forms (office copy) 
Transfer Forms (office copy) 

COUNTY COUNCIL MATERIALS 
These files contain all materials related to County 
Council departmental activities, including 
Legislation Approvals, Bills and Resolutions, 
Contracts over $25,000, Budget Appropriation 
Transactions (BAT), Schedules/Agendas, Auditors 
Notes, and Councilman Correspondence. They are 
filed chronologically. 

MEETING AND HEARING MINUTES 
These files contain legal and lettersize files of 
minutes of meetings and hearings of boards, 
commissions, committees and councils within the 
Department of Community Development that document 
their proceedings and actions. 

Retain for three (3) 
years, then destroy. 

Retain fixed asset 
printout for one (1) 
year, then destroy. 
Retain all other 
completed forms for three 
(3) years, then destroy. 

Retain for five (5) 
years, then destroy. 

Retain in office 
permanently for eventual 
transfer to State 
Archives. 

RM 1A (Rev. 1/90) 



Instructions TYPE OR PRINT A 
SEPARATE FORK FOR EACH NEW OR 
REVISED RECORDS SERIES. FORWARD f RECORDS RETEHTION SCHEDULE 

1. DEPARTMENT/AGENCY 
Community Development 

DEPARTMENT OF GENERAL SERVICES 
RECORDS KAHAGEKENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JKSSUP, KARUAND 20791 

AGENCY RECORDS INVENTORY 

PAGE 1 OF 8 

2. DIVISION 
Administration 

3. UNIT 

DEFINITION • RECORD SERIES A group of related records nonally filed and used as a unit for reference as veil is 
retention and disposition purposes 

(. RECORDS SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR 
1986 / 1990 

General Administrative - Correspondence File 
{. M C O R D S SERIES DESCRIPTION (Briefly describe the types of infomation/docuaents/foris found in the series. 

Include the purpose or function of the series) 
Subject arrangement of original incoming letters, copies of outgoing letter, memoranda, reports, 
studies, surveys, investigations, press releases, newspaper clippings, legislative reference 
material, directives and other miscellaneous papers relating to the administration of this 
agencies within the department. 

7. RECORDS SERIES FORHAT(S) 
M LETTER SIZE (| KICROfILK 

I 

M LEGAL SIZE [1 COMPUTER TAPE 

) BOUND BOOK || FLOPPY DISK 

I AUDIO TAPE |1 VIDEO TAPS 

|| OTHER (SPECIFY) 

RECORDS SERIES SEQUENCE 
[id ALPHABETICAL 

[) NUKERICAL 

[] CHRONOLOGICAL 

(| GEOGRAPHICAL 

II OTHER (SPECIFY) 

11.FILE IS USED 
(* DAILY (| WEEKLY MONTHLY 

13. CURRENT LOCATION)S) (BLDG.,FLOOR,ROOM) 
1 Investment Place, Suite 800 
Towson, Maryland 21204 

15. ACCESS RESTRICTIONS [J YES [i NO 
(If yes, cite lav(s) & regulation(E) 

17. IS AH INDEI SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 
(| YES t-J NO 

9. NAME AND TITLE OF PREPARER 
Paige Diegelman 

20. TELEPHONE NUMBER 
887-3317 

9. VOLUME 
y FILE DRAWER(S) 
I) MICROFILH REEL(S) 

3 (1 COMPUTER TAPE(S) 
NUMBER |) OTHRR(SPECIFT) 

10. VOLUME 

NUMBER 

FILE DRAWER(S) 
MICROFILM REEL (S) 
COMPUTER TAPE(S) 
OTHER(SPECIFY) 

12. FILE BECOHES INACTIVE AFTER 
2 [| HOHTH(S) 

NUMBER 
M YEAR(S) 

It. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
(| YES W NO (If Yes, Specify Agency or Office) 

16. AUDIT REQUIREMENTS 
H HONE (| STATE FEDERAL INDEPENDENT • 

IB. RECOMHENDED RETENTION \ 
Screen annually and destroy that 
-material no longerneeded for current 
•Business. Directives, policies ,' and 
other material related to theplanning. & 

poliey ... 

| 21. DATE 
| July 13, 1990 

DGS 550-MREVISED 2/87) 



Instructions TYPE OK MINT A 
SEPARATE FORK FOR EACH NEW OR 
REVISED RECORDS SERIES. FORVARD 
Wff RECORDS RETENTION SCHEDULE 

1. DEPAETHEHT/AGENCY 

Community Deve lopment 

DEPARTMENT OF GEHBRAL SERVICES 
RECORDS KANAGEKENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGENCY RECORDS INVENTORY 

PAGE 2 OF 8 

2. DIVISION 

A d m i n i s t r a t i o n 

3. UNIT 

DEFINITION • RECORD SERIES A group of related records norially f i led and used as a unit for reference as vei l as 
retention and disposition purposes 

I. RECORDS SERIES TITLE 

G e n e r a l A c c o u n t i n g Re co r d s 

| 5 EARLIEST YEAR/LATEST YEAR 
I 1986 /1990 

C. RECORDS SERIES DESCRIPTION (Briefly describe the types of infomation/docunents/foriE found In the series. 
Include the purpose or function of the series) 

F i l e s c o n t a i n o f f i c e o f : Goods R e c e i v e d memoranda, b i l l i n g i n v o i c e s , e x p e n s e / t r a v e l r e p o r t s , 
r e q u i s i t i o n s , P u r c h a s e O r d e r s , p e t t y c a s h v o u c h e r s , m i l e a g e r e p o r t s , d i r e c t payment f o r m s , 
p a i d b i l l s . 

7. RECORDS SERIES fORHAT(S) 
b) LETTER SIZE |) MICROFILM 

| LEGAL SHE || 

| BOUND BOOK 11 

| AUDIO TAPE || 

|| OTHER (SPECIFY) 

COMPUTER TAPE 

FLOPPY DISK 

VIDEO TAPE 

, 8. RECORDS SERIES SEQUENCE 
|| ALPHABETICAL 

|| NUMERICAL 

y CHRONOLOGICAL 

(| GEOGRAPHICAL 

|| OTHER (SPECIFY) 

11.FILE IS USED 
II DAILY (I WEEKLY M MONTHLY 

13. CURRENT LOCATIOH(S) (BLDG.,FLOOR,ROOM) 
One I nve s tmen t P l a c e , S u i t e 800 
Towson, M a r y l a n d 21204 

15. ACCESS RESTRICTIONS |) YES |* NO 
(if yes, cite lav|s| & regulation^! 

17. IS AH IHDII SYSTEM USED} (if yes, explain briefly and 
describe any hardware/software) 

II YES U HO 

9. NAHE AND TITLE OF PREPARER 
P a i g e D i ege lman 

20. TELEPHONE NUMBER 
887 -3317 

9. VOLUME 
H FILE DRAWER(S) 
|| MICROFILM REEL(S| 

1 II COHPUTBR TAPE(S) 
NUMBER || OTIIER(SPECIFY) 

10. VOLUME 

NUHBER 

(| FILE DRAVKR(S) 
I ) MICROFILM REEL (S) 
|] COMPUTER TAPE(S) 
II OTHER(SPBCIFY) 

12. FILE BECOHES INACTIVE AFTER 
2 ||HOHTH(S) 

NUMBER 
|>j YEAR(S) 

II . IS RECORDS SERIES DUPLICATED ELSEWHERE? 
M YES || NO (If Yes, Specify Agency or Office) 
C e n t r a l S e r v i c e s 

16. AUDIT REQUIREMENTS 
M NONE || STATE (| FEDERAL (| INDEPENDENT 

18. RECOKHENDED RETENTION 

| 21. DATE 

I J u l y 1 3 , 1990 

DCS 550-KREVISED 2/87) 



1 1 
Instructions TYP E OR P R I N T A I 
SEPARATE FORK FOR E A C H H E N OR I 
REV I S E D RECORDS SERIES. FORWARD I 
WI T H RECORDS R E T E N T I O N S C H E D U L E | 

DEP A R T M E N T O F GENERAL 8ERVICE9 
R E C O R D S M A N A G E M E N T DIVISION 

7275 W A T E R L O O ROAD 
P.O. B O X 2t5 

J E S S O P , M A R Y L A N D 20794 

1 A G E N C Y R E C O R D S I N V E N T O R Y 

I P A G E 0 ! 

1. DEPARTNEHT/AGEHCY I 2. D I V I S I O N I 3. O N I T 
Communitv Development Administrat ion | 

retention and disposition purposes 

4. R E C O R D S SERIES T I T L E 
F I X E D A S S E T S F I L E 

5 EARLIEST TEAR/LATEST YEAR 

S. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforJation/docoieots/foris found in the series. 
include the purpose or function of the series) 

Fixed asset printouts (including vehicles) 
IRA Forms (office copy) 
Lost/stolen forms (office forms) 
Surplus forms (office forms) 
Transfer Forms (office forms) 

7. RECORDS SERIES FORHAT(S) 
(J/lETTER S U E 11 MICROFILM 
11 LEGAL S U B () COMPUTER TAPS 
|| BOUND BOOR |) FLOPPY DISK 
(| AUDIO TAPE f| VIDEO TAPE 
|| OTHER (SPECIFY) 

8. RECORDS SERltS SEQUENCE 
II ALPHABETICAL 
(] NUMERICAL 
l/CHROHOLOGICAL 
(| GEOGRAPHICAL 
(| OTHER (SrlCIFf) 

I 9. V O L U M E 

HUH 

t H l L E DRAWER) S) 
(] MICROFILM R E E K S | 

/ (| COMPUTER TAPE(S) 
I E T (I OtHER(SPECIFY) 

I 10. V O L U M E 

NUMBER |) OTHER)SPECIFY) 

(4xflLE DRAWER) S) 
(] MICROFILM REEL (S) 
(| COMPUTER TAPB(S) 

11. ru t tS DSED 
(| DAIIt [| WEEKLY (| MONTHLY 

13. CURRENT LOCATION!5) (BLDG.,FLOOR,ROOM) 
I Investment Place Suite 800 
Towson, Maryland 21204 

15. ACCESS RESTRICTIONS () YES () NO 
(If yes, cite la«(s| & regnlation(t) 

17. IS AN INDRI SYSTEM DSED? (If yes, explain briefly tad 
describe any nardwareVSofttate) 

i.r tte 11 an 

9. NAME AND TITLE OF PREPARER 
Paige Diegelman 

16. TELEPHONE lUttfiER 
887-33 1 7 

12. PILE BECOMES INACTIVE AFTER 
(| MONTH(S) 

N U M B E R 
(| YEAR(S) 

I I . IS RECORDS SERIES DUPLICATED ELSEWHERE? 
| ^ ! S 9 \\ No (If Yes, Specify Agency or office) 

it. ADDtt REQUIREMENTS 
M^ONt (| STATS (| FEDERAL || INDEPENDENT 

11. RECOMMENDED RETENTION . . • : ' » " 
Retain fixed asset Printout for one year, 
then destroy. 
Retain all other completed forms for'three 
years, then destroy. 

I 21. DATS 
| July 13, 19 90 

DGS 550-KREVISED 2/87) 



Instructions tTPI OR PRINT A 
| 1 
| DEPARTMENT OF GENERAL SERVICES | 

SEPARATE FORK FOR EACH NEV OR | RECORDS MANAGEMENT DIVISIOH 
REVISED RECORDS SERIES. FORVARD | 7275 VATERLOO ROAD 
WITH RECORDS RETENTION SCHEDULE | P.O. BOX 275 

i 
| JESSUP, HARYLAHD 20794 

1. DEPARTHENT/AGENCT | 2. DIVISION 

Community Deve lopment A d m i n i s t r a t i o n 

AGEHCT RECORDS INVENTORY 

PAGE 4 OF 8 

3. UNIT 

DEFINITION - RECORD SERIES A group of related records norially f i led and used as a unit for reference as vei l as 
retention and disposition purposes 

{. RECORDS SERIES TITLE 

Leave and Time S h e e t s 

| 5 EARLIEST YEAR/LATEST YEAR 
I 1986 / 1990 

6. RECORDS SERIES DESCRIPTION (Briefly describe the types of lnfornation/docuaents/foris found In the series. 
Include the purpose or function of the series) 

T h i s f i l e c o n t a i n s o f f i c e c o p i e s o f emp loyees a n n u a l l e a v e and d a i l y t i m e r e c o r d i n g s ( b i - w e e k l y 
c o p i e s o f t i m e s h e e t s , and compute r b i - w e e k l y p r i n t o u t s ) . 

7. RECORDS SERIES FORMAT(S) 
H LETTER SIZE || MICROFILM 

H LEGAL SIZE [| COMPUTER TAPE 

|) BOUND BOOR 11 FLOPPY DISK 

(| AUDIO TAPE (| VIDEO TAPE 

|| OTHER (SPECIFY) 

RECORDS SERIES SEQUENCE 
(I ALPHABETICAL 

I ) NUMERICAL 

M CHRONOLOGICAL 

(| GEOGRAPHICAL 

|| OTHER (SPECIFY) 

11.FILE IS USED 
|| DAILY M WEEKLY (I KOHTHLY 

13. CURRENT LOCATIOH(S| (BLDG..FLOOR,ROOM) 
One I n ve s tmen t P l a c e , S u i t e 800 
Towson, M a r y l a n d 21204 

15. ACCESS RESTRICTIONS || YES |c| NO 
(if yes, cite lav|s) & regulatlon(s) 

17. IS AH INDEI SYSTEM USED? (If yes, explain briefly and 
describe any hardwe/softvarel 

l Y T " PI H<L„ /I . , 0 . ai 

9. NAME AND TITLE OF PREPARER 

P a i g e D i ege lman 

9. VOLUME 
\\ FILE DRAWER(S) 
|| MICROFILH REEL(S) 

_2 (I C0HPUT8R TAPE(S) 
NUMBER || OTIIER(SPECIFY) 

10. VOLUME 

NUMBER 

(I FILE DRAWER(S) 
|] MICROFILM REEL (S) 
(I COMPUTER TAPE(S) 
II OTHER(SPBCIPY) 

12. FILE BECOMES INACTIVE AFTER 
1 U HONTH(S) 

HUMBER 
kl YEAR(S) 

II. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
^ YES ' N O (If Yes, specify Agency or Office) 

16. AUDIT REQUIREMENTS 
fed NONE || STATE FEDERAL IHDBPEHD8NT 

18. RECOMMENDED RETENTION 

20. TELEPHONE NUMBER 

887 -3317 

| 21. DATE 

! J u l y 1 3 , 1990 

DGS 550-1IREVISED 2/87) 



Instructions TIP! OR PRINT A 
SEPARATE FORK FOR EACH HEX OR 
REVISED RECORDS SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 

I. DEPARTHENT/AGENCI 

Community Deve lopment 

DEPARTMENT OF GENERAL SERVICES 
RECORDS NANAGEKENT DIVISION 

1275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20191 

AGEHCT RECORDS INVENTORY 

PAGE 5 OF 8 

2. DIVISION 

A d m i n i s t r a t i o n 

| 3. UNIT 

DEFINITION - RECORD SERIES A group of related records nonally fi led and used as a unit for reference as vei l as 
retention and disposition purposes 

I. RECORDS SERIES TITLE 

M e e t i n g and H e a r i n g M i n u t e s 

5 EARLIEST YEAR/LATEST YEAR 
1986 / 1990 

(. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforaatlon/docunents/fons found in the series. 
Include the purpose or function of the series) 

M i n u t e s o f m e e t i n g s and h e a r i n g s o f b o a r d s , c o m m i s s i o n s , c omm i t t e e s and c o u n c i l s w h i c h 
g e n e r a l l y document t h e i r p r o c e e d i n g and a c t i o n s . 

1. RECORDS SERIES FORHAT(S) 
HI LETTER SIZE || MICROFILM 

H LEGAL SIZE (| COMPUTER TAPE 

|| BOUND BOOK || FLOPPY DISK 

11 AUDIO TAPE 11 VIDEO TAPE 

|| OTHER (SPECIFY) 

8. RECORDS SERIES SEQUENCE 
M ALPHABETICAL 

(] NUMERICAL 

|| CHRONOLOGICAL 

|) GEOGRAPHICAL 

(I OTHER (SPECIFY) 

11.FILE IS USED 
|| DAILY fc| WEEKLY (| MONTHLY 

13. CURRENT LOCATIOH(S) (BLDG..FLOOR,ROOM) 
One I n ve s tmen t P l a c e , S u i t e 800 
Towson, M a r y l a n d 21204 

15. ACCESS RESTRICTIONS |] YES H HO 
(If yes, cite law(s) & regulation(s) 

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 
describe any hardware/software) 

f)(TES M NO J&j^J&«***h 

9. NAME AND TITLE OF PREPARER 

P a i g e D i ege lman 

| 20. TELEPHONE NUMBER 

I 887 -3317 

9. VOLUME 
y FILE DRAWER(S) 
|| MICROFILM REEl(S) 

1 (| COHPUTBR TAPE(S) 
NUMBER || OTHER(SPECIFY) 

10. VOLUME 

NUMBER 

FILE DRAWER(S) 
MICROFILM REEL (S) 
COMPUTER TAPE(S) 
OTHIR(SPECIPY) 

12. FILE BECOMES INACTIVE AFTER 
2 (I HOHTH(S| 

NUMBER 
U TBAR(S) 

It. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
(| YES U NO (If Yes, Specify Agency or Office) 

16. AUDIT REQUIREMENTS 
IH HONE || STATE |] FEDERAL |) INDEPENDENT 

18. RECOHHENDED RETENTION 

| 21. DATE 

' J u l y 1 3 , 1990 

DGS 550-MIZVISED 2/87) 



instructions TYPE OR PRINT A I DEPARTHERT OF GENERAL SERVICES 1 
SEPARATE FORK FOR BACH DEI OR I RECORDS NARAGRNERT DIVISION 
REVISED RECORDS SERIES. FORWARD I 7275 WATERLOO ROAD 
WITH RECORDS RETENTION SCHEDULE I P.O. BOX 275 

JESSUP, MARYLAND 20791 
1. DEPARTMENT/AGENCY I 2. DIVISION 
r.ommtinirv D P V P 1 opment Admin istration 

AGENCY RECORDS INVENTORY 

PAGE O F 

3. DNIT 

DEFINITION - RECORD SERIES A group of related records norially filed and used as a unit for reference as well as 
retention and disposition purposes 

4. RECORDS SERIES TITLE 
U N O F F I C I A L P E R S O N N E L F I L E S 

| 5 EARLIEST YEAR/LATEST YEAR 

6. R E C O R D S SERIES D E S C R I P T I O N (Briefly describe the types of inforsatlon/docuients/foris found in the series. 
include the purpose or function of the series) 

Files contain information on current employees. Files may contain but are not limited 
to copies of applications, annual reviews, reprimands and disciplinary actions, awards, 
doctor slips, accident reports, resumes, etc. 

7. RECORDS SERIES fORHAT(S) 
|i/imBR SIEB |1 M I C R O F I L M 

11 LEGAL S U B (| C O M P U T E R T A P E 

11 BOUND BOOR I| FLOPPY DISK 

(I A U D I O TAPS (1 V I D E O T A P E 

|| O T H E R (SPECIFY| 

S. RECORDS SERIES SEQUENCE 
(iHiPHABBTlCAL Ay ^ly1*' 

(| NUMERICAL 
(I CHRONOLOGICAL 
(I GEOGRAPHICAL 
(| OTHER (SPECIFY) 

11.FILE IS USED 
(I DAILY (| WEEKLY M M O N T H L Y 

13. CURRENT lOCATIONIS) (BLDG..FLOOR,ROOM) 
I Investment Place Suite 800 

Towson. Maryland 21204 
15. ACCESS RESTRICTIONS [) YES W*0 

(If yes, cite lai(S) & reguiation(s) 

n. is AN INDEI SYSTEM OSED? (if yes, explain briefly and 
describe any hardware/software) 

I / Y E S I ) NO 

9. NAME AND TITLE OF PREPARER 
Paige Diegelman 

2 0 . T E L E P H O N E N U M B E R 
887-33 I 7 

9. VOLUME 

N U M B E R 

U N F I L E DRAWER(S) 
|) MICROFILM REEL(S) 
(I COMPUTER TAPE(S) 
(| OTRER(SPECIFY| 

10. V O L U M E 

N u 4 

1+flLl DRAWERf S) 
|) MICROFILM REEL (S) 
(I COMPUTER TAPE(S| 
[j OTHER)SPECIFY) 

1 2 . F I L E B E C O M E S I N A C T I V E A F T E R 
( I K O N T H ( S ) 

N U M B E R 
I / Y B A R W 

I I . IS RECORDS SERIES DUPLICATED ELSENHBRE? 
\ \ \ \% I) NO (It Yes, specify Agency or Office) 

I t . A D D I > R E Q O I R E H E H T S 
(iplONt I I ^ A T E (| F E D E R A L (| I N D B P E N D E N T 

It. RECOMMENDED RETENTION 
Screen annually and destroy that material 
no longer needed for current reference. 
Retain remaining items for two years after 
termination, then destroy. 

21. D A T E 

DGS 550-KREVISED 2/871 
July 13, 1990 



Instructions TYPE OR PRINT A 
SEPARATE PORK FOR EACH HEV OR 
REVISED RECORDS SERIES. FORWARD 

TK RECORDS RETENTIOH SCHEDULE 

1. DEPARTXEHT/AGEHCT 

Community Deve lopment 

DEPARTMENT OF GENBRAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

AGEHCT RECORDS INVENTORY 

PAGR 7 OF 8 

2. DIVISION 

A d m i n i s t r a t i o n 

3. UNIT 

DEFINITION - RECORD SERIES A group of related records nonally fi led and used as a unit for reference as vei l as 
retention and disposition purposes 

4. RECORDS SERIES TITLE 

Coun t y C o u n c i l M a t e r i a l s 

5 EARLIEST YEAR/LATEST YEAR 
1988 / 1990 

(. RECORDS SERIES DESCRIPTION (Briefly describe the types of inforoation/docunents/foris found in the series. 
Include the purpose or function of the series) 

T h i s f i l e c o n t a i n s : L e g i s l a t i o n A p p r o v a l s , B i l l s and R e s o l u t i o n s , C o n t r a c t s o v e r $ 2 5 , 0 0 0 , 
(BAT) Budget Appirbp. T r a n s a c t i o n s , S c h e d u l e s / A g e n d a s , A u d i t o r s N o t e s , C o u n c i l m a n C o r r e s p o n d e n c e . 

7. RECORDS SERIES FORMAT!S| 
|* LETTER SHE () MICROFILM 

H LEGAL SUE |) COMPUTER TAPE 

(I BOUND BOOR || FLOPPY DISK 

() AUDIO TAPE I| VIDEO TAPE 

|| OTHER (SPECIFY) 

RECORDS SERIES SEQUENCE 
frb ALPHABETICAL 

II NUMERICAL 

|| CHRONOLOGICAL 

(I GEOGRAPHICAL 

|c| OTHER (SPECIFY) 
Da t e O r d e r 

9. VOLUME 

HUHBER 

fc| FILE DRAWER(S) 
|| MICROFILM REEL(S) 
(| COHPUTBR TAPE(S) 
|| OTHER(SPECIF1) 

10. VOLUME 

_ J I I 
NUMBER 11 

Willi DRAWER(S) 
MICROFILM REEL (S) 
COHPUTBR TAPE(S) 
OTHER(SPBCIPY) 

11.FILE IS USED 
(I DAILY W WEEKLY (I HOHTHLY 

13. CURRENT LOCATIOH(S) (BLDG.,FLOOR,ROOM) 

One I nve s tmen t P l a c e , S u i t e 800 
Towson, M a r y l a n d 21204 

15. ACCESS RESTRICTIONS || YES hi HO 
(If yes, cite Iav(s| & regulatlon(s) 

17. IS AH INDEX SYSTEM USED? (if yes, explain briefly and 
describe any hardware/software) 

ft YES M HO 

9. NAME AND TITLE OF PREPARER 
P a i g e D i ege lman 

| 20. TELEPHONE NUHBER 

I 887 -3317 

12. FILE BECOHES INACTIVE AFTER 
1 || HOHTH(S) 

HUHBER 
M YEAR(S) 

II. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
(| YES LJ HO (If Yes, Specify Agency or Office) 

16. AUDIT REQUIREMENTS 
HI NONE (| STATE (| FEDERAL (| INDEPENDENT 

18. RECOHHEHDED RETENTION 

21. DATE 

J u l y 1 3 , 1990 

DCS 550-4(REVlSED 2/87} 



Instructions TYPE OR PRIHT A 
SEPARATE FORK FOR EACH KEY OR 
REVISED RECORDS SERIES. FORWARD 
VITH RECOROS RETENTION SCHEDULE 

1. DRPARTXZXT/AGENCT 
Community Deve lopment 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

727S WATERLOO ROAD 
P.O. BOX 275 

JESSUP, HARTLAND 2079* 

AGENCT R8CORDS INVENTOR! 
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2. DIVISION 
A d m i n i s t r a t i o n 

3. UNIT 
I 

DEFINITION • RECORD SERIES A group of related records norially f i led and used as a unit for reference as ve i l as 
retention and disposition purposes 

4. RECORDS SERIES TITLE 
G e n e r a l Budget F i l e s 

5 EARLIEST TEAR/LATEST TEAR 
1987 / 1990 

(. RECORDS SERIES DESCRIPTION (Briefly describe the types of Inforaatlon/docuaents/forns found In tbe series. 
Include tbe purpose or function of the series) 

F i l e s c o n t a i n budge t p r e p a r a t i o n n o t e s , w o r k s h e e t s , a pp r o ved b u d g e t s , n o t e s c o n c e r n i n g 
budge t y e a r a n d - m i s c e l l a n e o u s c o n t r a c t s . 

7. RECORDS SERIES FORMAT(S) 
|| LETTER SIZE || MICROFILM 

(H LEGAL SIZE (| COMPUTER TAPE 

|| BOUND BOOR || FLOPPY DISK 

11 AUDIO TAPE 11 VIDEO TAPE 

|| OTHER (SPECIFY) 

RECORDS SERIES SEQUENCE 
(] ALPHABETICAL 

M NUMERICAL 

K CHRONOLOGICAL Jjf ( 

|| GEOGRAPHICAL 

|| OTHER (SPECIFY) 

II.FILE IS USED 
11 DAILY (I WEEKLY M MONTHLY 

13. CURRENT LOCATION)S) (BLDG.,FLOOR,ROOM) 
One I nve s tmen t P l a c e , S u i t e 
Towson, M a r y l a n d 212204 

800 

15. ACCESS RESTRICTIONS (| YES H NO 
(If yes, cite lav(s) & regulatlon(s) 

17. IS AH INDEI SYSTEM USED? (If yes, explain briefly and 
describe any hardvare/softvare) 

|| YES U NO 

9. NAME AND TITLE OF PREPARER 

P a i g e D i ege lman 
20. TELEPHONE NUMBER 

887-3317 

9. VOLUME 
M FILE DRAWER(S) 
|| MICROFILM REEL'(S) 

2 (I COMPUTER TAPE(S) 
NUMBER || OTHER(SPECIFI) 

10. VOLUME 

NUMBER 

| FILE DRAVER(S) 
|| MICROFILM REEL (S) 
|| COMPUTER TAPE(S) 
II 0TII8R(SPSCIPY| 

12. FILE BECOHES INACTIVE AFTER 
2 ||HONTH(S) 

NUMBER 
M YEAR(S) 

II. IS RECORDS SERIES DUPLICATED ELSEWHERE? 
(I YES H NO (If Yes, Specify Agency or Office) 

16. AUDIT REQUIREMENTS 
M HONE || STATE (| FEDERAL || INDEPENDENT 

IB. RECOHHENDED RETENTION 

21. DATE 

J u l y 13 , 1990 

DGS 550-KREVISID 2/87) 


